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APPLICATION FOR RECORDS RETENTION SCHEDULE og{;ﬁgg;‘gﬁ iﬁggf,;gg’;g; ggggﬂv
# RECORDS MANAGEMENT DIVISION |

INSTRUCTIONS See Publication No. 76—-RM—‘! for instructions on eompletmg thns form. Forward signed original to
Department of Archives and History, Records Managen'lent Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attentlon Scheduling Section. .
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~_FOR AGENCY USE 1. Agency Addrm ' : FOR neconos MANAGEMENT use |
Appummn Date . | Comptroller General's Office - . Application Number
State Fire Marshal's Office 73 - ‘ q l - R
e Mobile Home Division 5 T B G _——
[ Application Number 7 Martin Luther King, Jr. Dr., SW .'ﬁﬁvew 1982 Dﬁiy "219&1*;!
. Atlanta, GA 30334 | _ ol DS
2, Pauon to Contact | Working Title Tolephona Number
Pete Paulsen Administrator, Mob:.le Home Division 2064 '
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3. Acﬂon Requestad p
a. [ Estaousn Retention Sd'ledule;'ftcord will continue to accumulate.
b. O Dispose of present accumulation: no further accumulation anticipated.
| __¢. @ Amend Application No. 3-141 Check One: 4 Change; [J Superceds; [0 Void
4, Dates of Series 5. Records Series Title (fol/lowed by title used in offics; if different)
Earliest . Latest ' '

9/68 | to date Mobile Home Manufacturers Complaint Case Files
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' 6 Dmsyon and Olﬂce Function N What is the functlon of the Dwnslon and the Office in whech this record serles is created?

To admlnlster The Uniform Standards Code for Factory Maﬁufactured Movable Homes ACt."Tb
inspect and supervise the construction of mobile homes that are manufactured in and out of
state and are offered for sale in Georgia. To license, inspect, and monitor the mobile

home dealers and manufacturers in the State of Georgia. To inspect and monitor out of

state manufacturers. Reviews all plans, specifications, and test data submitted by mobile
home manufacturers. Assists plant personnel in correcting production procedures that
violate the Fire Safety Laws. Issues Code Certification Decals to mobile home manufacturers.
Monitors mobile home complaints made by consumers against Mobile home manufacturers and
dealers.
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7. Rc_oord Series Desai;btion This file contains the following documents (mclude form numbers and mles if any):

Attach samples of the file.
Documents relating to: The administration of the Uniform Standards Code for Factory

Manufactured Movable Homes Act.

Included are: All correspondence to and from the complaintee in reference to their
' mobile home complaint. All these files contain complaints that have
been satisfactorily completed.

| | ank's
File is arranged: Alphabeticallly_ by the complain&eets name.
8. Mgnthly Reference Rate - How often are records ljeferred to which are: ’

Onetosixmonthsold ___ :: Seventotwelvemonthsold____; Thirteen to twenty-four monthsold — . __;
»'t'we'ﬁty five months and older, : '

7

9. Annual Ratn of Accumulation of Rerords
Let‘ter snze dramrs — Legal |ze drawers

;Shelves .. : Other (spacify) — e

AR-80_71; Rev.76 o~ .«




b. Does the series contain corphdent:al mformat:on requ:rmg security hand!mg? If yes, cite Iaw or regulatxbn.

C. Is this a vital record?

| d. Does this series have l'llStOﬂC3| or long term research value?

. When ona or two documents in the file make it necessary to keep the entira file for a long period, could these
documen.ts,hg_sgtmdujﬂd separately? e e

ibd I Ix

-

b

. s the information contained in this uries ever analvzad and/or recorded in 8 summarized rcport?

x -

h 1s there a duplication of thls saries in your offlce or m another ofﬁce or agencv?

|1 X | _]._Does the record series result in a comouter printout? , —— , -

¥

11. Retention Requiremaents A he following requires the series to be kept:
& .
a. State Law —_ QO _years. d. Audit period 0 e - YOETS,
b. Statute of limitation R ) _ years. e. Administrative need 0] _.years.
¢. Federal law “..HQLL;_.Myeus. f. Federal retention instructions . 0_. yaars,

Attach copy or excerpt of laws or regulations. Explain administrative need. : : -
Federal Register, Mobile Homes Procedural and Enforcement Regulations, Subpart H, :
paragraph 3282.362 (ii) (d), attached. The permanent record file shall be available durlng
the life of the mobile home. The life of a mobile home has been established at 30 years.
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YES NOJ_10 Quemonnam _{Place an /X" in the proper cotumn) _* N ]
. ls this the officia! copy of the series? ;
| X Mnot. whereisit? e — e -

e e ——, . ok S O S
vi .

e

L _f. Jnhg_minunnngn.mimdmjhmenu mmubhshsd? J,f__xe:._anacllmnvp e e ) e e ____J
| x| " Afves.astacheoov. .. i o ]

X1 _Mfyes where? e
T % JJtmmmgammmmhﬂmqnfﬂmad? : e I )

12. Aooraved Duspolitlon lnstmctions This agency recommends that the ﬁle serles be cut otf at the end of oach )
- @ Calendar Year; O Fiscal vear; (] Other S ___then,

A Hold in the current filesarea — monthls) — ZLM__ vear(s) then
O Transfer to local holding area, hold . ... .year(s); then
Transfer to State Records Center; hold 29 __year(s); then
@ Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify)

These instructions apply to all prior and future accumulations of the series,

‘?,\ Stats Records Committes (Signature) Date

[Agency Wead/Designes (Signaturs) | Dats | Records Managemant Officer_(Signature] | .Date
ﬁm, : 53-:’;&”“_“%2:@ //&‘4*\\ _ i 7:?__}__‘

—

Recommendations in para-

s B D

- B Attornay General/Designee
AR-80-71 Rev, 76 _ o B (Reverts € -

graph 12 are approved. State Auditor/Designee ' - ; "( i )

(If disspproved, attach letter N " R
of explanation.) Secreta%emesignee W M 5"-%2! ..__g_z
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'  signed to comply with the Federal Mobile Home
Construction and Safety Standards in force at
the time of manufacture.”

- (D) A list of major factory- mstalled equipment
including the manufacturer’'s name and the
model designation of each appliance, !

(E) Reference to the structural zone and wind
zone for which the home is designed and dupli-
cates of the maps as set forth in §280.305(c)(4) of
Chapter 1I of 24 CFR. This information may be
¥ combined with the heating/cooling certificate
¢ sand insulation zone maps required by §§280.510

. o'/ and 280.511 of Chapter II of 24 CFR.

(F) The statement “design approval by” fol-
lowed by the name of the DAPIA wlnch ap-

d the design,
(ii) A copy of the data plate shall be furnished
to the IP1A, and the IPIA shallikeep a permanent

record of the data plate as part of its labeling

record so that the information is available dur- -

ing the life of the mobile home in case the data
plate in the mobile home is defaced or destroyed.
(d) Permanent records, The IPIA shall main-
tain the following records as appropriate:
(1) Records of all labels issued, applied, Te-

moved, and replaced by label number, moblle .

home serial number, mobile home type, mianu-
tacturers name, dealer destination, and copies
of corresponding data plates.

.(2) Records of all mobile homes which are red
ta.gged and the Status of each home.

(3) Records of all inspections made at each
manufacturing plant on each mobile home serial

-number, each failure to conform found, and the
action taken in each case,

(4) Records of all inspections made at otheg
lgcations of mobile homes identified by manu-
facturer and serial number, all mobile homes be-

!lieved to contain the same failure to conform;
. d the action taken in each case.
All records shall specxty the precise section of

the standard which is in question and contain a

clear and concise explanation of the process by
which the IPIA reached any conclusions. All ree-
ords shall be traceable to specific mobile home
serial numbers and through the manufacturer’s
rrecords to dealers and purchasers.

(e) Requirements for full acceptance — IPIA.
(1) Before granting full acceptance to an IPIA,
the Secretary or the Secretary's agent shall re-
view and evaluate at least one certification report
which has been prepared by the IPIA during the
period of provisional acceptance. The Secretary
or the Secretary’s agent shall also review in
depth the IPIA’s administrative capabilities and
otherwise review the IPIA’s performance of its
responsibilities under these regulations. -

-(2) Where the Secretary determines on the
basis of these reviews that an IPIA is not meet-
ing an adequate level of performance, the Secre-
tary or the Secretary’s agent shall carry out fur-
ther evaluations, If the Secretary finds the level
of performance to be unacceptable, the Secre-
: -+ tary shall not grant full acceptance. If full accep-

o - tance has not been granted by the end of the

provisional acPeptance period, provisional ac-
ceptance shefl lapse unless the Secretary deter-

COPYRIGHT 1980 CSP

. the Secretdry’s Agent.

mines that the failure to obtain full acceptance
resulted from the fact that the Secretary or the
Secretary’s agent has not had adequate time in
which to complete an evaluation.

§3282.383 Right of entry and inspection.

Each primary mspection agency shall secure
from each manufacturer and manufacturing
plant under its surveillance an agreement that
the Secreta.ry, the State Administrative Agency
and the primary inspection agency have the
right to inspect the plant and its mobile home
inspection, labeling, and delivery records, and
any of its mobile homes in the hands of dealers
or distributors at any reasonable time.
§3282.364 Inspection responsibilities and

coordination.

All primary inspection agencies shall be re-
sponsible for acting as necessary under their
contractual commitment with the manufacturer
to determine whether alleged failures to con-
form to the standards may exist in mobile homes
produced under their surveillance and to deter-
mine the source of the problems. The DAPIA
may be required to examine the designs in ques-
tion or the quality assurance manual under
which the mobile homes were produced. The
IPIA may be required to reexamine the quality
control procedures which it has approved to de-
termine if they conform to the quality assurance
manual, and the IPIA shall have primary respon-
sibility for inspecting actual units produced and,
where necessary, for inspecting units released
by the manufacturer. All primary inspection
agencies acting with respect to particular man-
ufacturer or plant shall act in close coordination
so that all necessary functions are performed ef-
fectively and efficiently.

§3282.365 Forwarding monitoring fee. _

The IPIA shall, whenever it provides labels to
a manufacturer, obtain from the manufacturer
the monitoring fee to be forwarded to the Sec-
retary or the Secretary’s agent as set out in
§3282.210. If a manufacturer fails to provide the
monitoring fee as required by §3282.210 to be
forwarded by the IPIA under this section, the
IPIA shall immediately inform the Secretary; or

§3282.366 Notification and correction campaign
responsibilities. fA, Feb. 11, 1977]

(a) Both IPIAs and DAPIAs are responsible for
asaisting the SBecretary or an SAA in identitying
the class of mobile homes that may have been
affected where the Secretary or an SAA makes or
is contemplating making a preliminary deter-
mination of imminent safety hazard, serious
defect, defect, or non-compliance under §3282.407
with respect to mobile homes for which the IPIA
or DAPIA provided either plant inspection or
design approval services,

(b) The IPIA in each manufacturing plant is
responsible for reviewing manufacturer deter-
minations of the class of mobile homes affected
when the manufacturer is acting under §3282.404.
The IPIA shall concur in the method used to
determine the class of potentially affected mobile
homes or shall state why it finds the method to be .
inappropnate ma.dequa.te or incorrect. ‘
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STATE . - s o OFFICE OF BECARTARY OF STATI
Application = for”~ DEPARTKERT OF ARCHIVES & RISTORY

b RECORDS DISPOSITION STANDARD suconse samosmant siviorom "

‘Mobile Homes Branch
State Fire Marshal's Office
- Office of the Comptroller General

. GEORGIA
. . — - i " ——
1 ,tepiication Date INSTRUCTIONS. See separate {netructions for completion of ] FOR RECORDS MANAGEMERT GIVISION USE
|

" 2-9-73 front and reverse of this form. Sign original and two copies Date Necelved ‘"““"”" Fo. Dare Completed

- - - S —— .
2 ,heency bpplteation Wo. and forward to Department of Archives and Wistory, Attention: R 3
N Records Magrnagement officgs. _ _ - ;
3 AGERCY, Divimicn, Subdiviaion & Administering Office Address P"wn to Contaet

.

Paula Mont

5 _Horifng Title .

Steno IIT

Tel. Wo.

2065

[7.ACTION REQUESTED

ESTABLISH DISPOSITION STANDARD;

DISPOSE OF PRESENT ACCUMULATION;
NO FURTHER ACCUMULATION ANTICIPATED.

RECORD WILL CONTINUE TO ACCUMULATE.
8 .Earliest & Latest

Dates of Series
. 9/68 -- 12/72

9. Exact Series Title

Mobile Home Manufactgxers Complaint Case Files

1O'What is the function of the office in which this record series is created?

To administer The Uniform Standards Code for Factory Manufactured Movable
Homes Act. To inspect and supervise the construction of mobile homes that
are manufactured in and out of state and are offered for sale in Georgia.
To license, inspect, and monitor the mobile home dealers and manufacturers
in Georgia. To inspect and monitor the out of state manufacturers.
all plans, specifications, and test data submitted by mobile home manufac-
turers, Assists plant personnel in correcting production procedures that
violate the Fire Safety Laws. Issues Code Certification Decals to mobile
home manufacturers. Monitors mobile home complaints made by consumers
_against mobile home manufacturers and dealers.

Reviews

+

and file arrangement ).

Factory Manufactured Movable Homes Act.

11. This file contains the following documents (include form numbers and t1t1es, if eny,

These files relate to administration of the Uniform Standards Code for -

o

2. The files include all correspondence to and from the complaintee in reference
to their mobile home complaint. All these files contain complaints that haVe
been satisfactorily completed. !
3. The files are arranged alphabetically by the complaintee's name.
ATTACH SAMPLES OF THE FILE
' —
-i:g. EQUIPMENT oCCHPIZL lo.ref Dravers Cu. Pt. of Records l Ro. of Drawvers Cu. Pt. of Records
Lett . - ARRUAL RATE OF ACCUMULATINN }
etter-aire Fille Dravers . 1/2 - l )
. In Office(n) In Storage Arealy)
Legal-eize File Druvers 1 2 '10:" Sp_lu Oceupled [Square ,.‘ﬂ,) - 7
) — This Last .Precedhu A1l Prior
Yeat"e Test's Year's Yeary'
N AVERAGE DATLY REFERENCES ]
- : ) ‘62 i 1. 0 0

-
Form: AR-50-71
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a.[]JSTATE b.[]STATUTE OF c.[]AUDIT = d.[]FEDERAL é.MADMIN'Is'i‘RATIVE f.[ JHISTORICAL

25~ AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

LAW ~ LIMITATION' = PERIOD LAW DECISION . . VALUE -
(Cite Law, Statute, or other reason for the retention requirement)

?

of each -D{CAILENDAR YEAR -[]FISCAL YEAR -[]JOTHER . _ ___ sthen:
é FKJ Hold in the current files area ‘i month(s)/ year(s)
] [ Transfer to [ State Records Center [ ] Local Holding Area; hold 4  year(s):
e " [>q{ Destroy. w7
" [ ] Transfer to State Archives ‘for permanent retentlon _ L Ly -
i ['] Destroy immediately after cut-off. o - ' Lo - = S
L ‘[ ] Oother: (Specify) . ; ) : B .
- ‘ ‘ :
j (Indicate briefly rationale for recommendations above/or write additional remarks):
cords. Mo t Offpcer (Signature Date, ‘ - _ ]
i |Fecoxrs ,’9 Fgpcer (Stgnature) OTHER REQUIRED SIGNATURES DATE
i Ctngll APT) 4

28. Recommendations [Agency Head/Desegnee AN W ;
in paragraph 25[{A} Approved D1sapproved , f-22 * (A : »{//J/zj

are: atg Auditor/Designee .
' L3 Approved [ 1 Disapproved ST\ \‘ o 137203

STATE RECORDS], MSe of State/Designee
|__COMMITTEE _|P Agproved [ ] Disapproved

LA, (o BE/73|
Attops G 1/Dest - :
onggem Dfiziiv - 4/ 7 Jd Y -f/ ?/;/?

.. . PAGE 2 E
ﬁ QUESTIONNAIRE Placo an “z" ln the proper colusn. II' ansver is T!S piease cxplain - v ‘——TE.E "“::-'NTO—':? ;
13. Is this the Record Copy of the series? | BT
14, Is there a duplication of this keries in another office or agency? SR O I 2
15. Is the information contained in this series ever summarized or published9 1 D4
Attach copy of summary or publication. :
16. Does the series contaln classified 1nformat10n requiring security h&md:u.ng‘P [ ] B
17. Does the series initiate, amend or terminate agency policies and procedures? [] 4
18. Could the function be performed if the files were lost or destroyed? | M [ ]
19. Is the series {or mejor portion of it) regularly microfilmed? If yes, why? [1 B
20. Does the record seriestprovide data as input to an EDP file? 11 o
21. Does the record series contain documentation produced as EDP printout? ‘ [ 1 4
22. Has the Federal Government issued instructions governing the retention/dispo- .[ ] E?ﬂﬂ
sition of these files?
23 Wlll there be a need for these records 10, 15 years from now? If yes, what? [ 1 B
24, REQUIREMENTS. The following requires the files to be kept 5 . years:
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